
Adding/Updating Courses and Training 

 
Introduction This guide provides the procedures for adding/updating Courses and 

Training in Direct Access. 

 
Procedures See below. 

 

Step Action 

1 Select Person Profiles from the Person Profile pagelet. 

 
 

2 Enter the Empl ID and hit Search. 

 
 

  

Continued on next page 

  



Adding/Updating Courses and Training, Continued 

 
Procedures, 

continued 
 

 

Step Action 

3 The Person Profile will display. Click the Qualifications tab. 

 
 

  

Continued on next page 

  



Adding/Updating Courses and Training, Continued 

 
Procedures, 

continued 
 

 

Step Action 

4 The Qualifications tab will display. Scroll down (if necessary) to the Courses & 

Training section. If necessary, click View All to see all courses and training. 

 
 

  

Continued on next page 

  



Adding/Updating Courses and Training, Continued 

 
Procedures, 

continued 
 

 

Step Action 

5 Click the appropriate Course Code to make changes to existing courses/training. 

Click on the Trashcan icon to delete a course/training (only if erroneously 

entered). To add a new Course or Training, click on the Add New Courses & 

Training link. 

 
 

  

Continued on next page 

  



Adding/Updating Courses and Training, Continued 

 

Procedures, 

continued 
 

 

Step Action 

6 The Add New Courses & Training page will display. 

 
 

Update the following fields: 

 Effective Date: Enter the date the Course/Training was completed. 

 Course Code: Enter the Course/Training number (if known) or use the lookup. 

 Source: Should only be used for the following options:  

 Passed: Check if the member received a passing score. 

 Retirement Points Applied: This will auto check once the Reserve Retirement  

   Points Statement is credited. 

 Course Version#: Enter if known. 

 Retirement Points: Should auto-populate based on the Course Code. 

 Score: Enter the Score of the Course/Training. 

 School Code: Enter if known. 

 

Click OK if entering one course/training or click Apply and Add Another if 

submitting additional courses/training. 

  

Continued on next page 



Adding/Updating Courses and Training, Continued 

 
Procedures, 

continued 
 

 

Step Action 

7 Once submitted, the member’s Courses & Training will update in Person Profiles. 

Click Save. 

 
 

  

 


